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In Reply Refer To:
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EMS TRANSM SSI ON
I nstructi on Menorandum No. BC-2001-020
Expires: 9/30/02

To: Al'l Washington Ofice and Field Oficials
Attn: Adm nistrative Oficers and Property Managers

From Director, National Business Center
Subj ect: Fiscal Year (FY) 2001 Personal Property Inventories
DD: 03/01/01; 05/01/01

Program Area: Personal Property Managenent

Pur pose: The purpose of this Instruction Menorandum (IM is to:

- Inform State/Field Ofices of the annual requirenent
for conducting Personal Property inventories

- Provi de instructions on how the inventory should be
acconpl i shed

- Provide a contact point and a conpletion date for
t hese activities

Pol i cy/ Acti on: This IMtransmts the updated policies and
procedures for annual Personal Property inventories for the Bureau
of Land Managenent.

As you know, the Chief Financial Oficers (CFO Act, requires each
BLM of fice to conplete a physical personal property inventory for
all itenms in the Fixed Assets (FA) Personal Property system Each
Custodial Property Oficer (CPO must conplete a thorough and
accurate inventory and submt it to the |ocal property staff by
March 1, 2001.



To assist you in conducting the inventory, detailed procedures have
been provided in several attachnents:

1. Attachnment 1 lists the procedures to follow to conduct a
personal property inventory.

2. Attachnent 2 contains the instructions for processing
these required itens in the FA system

3. Attachment 3 contains the inventory procedures for the
Wor ki ng Capital Fund (WCF) Stores Account Inventory. This
attachnment is only for the office listed on the attachment to
conduct their inventory.

4. Attachnent 4 (FA006 Report by CPO is a list of property
Itens sorted by CPQ FA Number for your accountable office.

It is very inportant that procedures for Attachnment 1 be strictly
foll owed. Please review all of these attachnents for applicabilit
to your office.

y

Al'l FA systeminputs nust be conpleted by May 1, 2001, including
initiation of any Reports of Survey and Certificates of
Unservi ceabl e Property.

Upon conpl etion of these inventories, a nmenorandum signed by the
Accountable O ficer must also be sent to BC 680A, along with
supporting docunentation by May 1, 2001

BC-680A will issue an inventory status report to all State Ofice
managers showi ng each office’s conpliance/status relative to the
requirenents.

Due to the CFO Act requirenents (Ilnspector CGeneral’s Audit) for the
Bureau’ s financial statenents, no extension of inventory due dates
beyond May 1, 2001 can be granted.

Timefrane: Due Date - May 1, 2001

Background: An annual requirenent supporting the Fi xed Asset (FA)
Personal Property systeminplementation of 1996 requires

I nvol venent of custodial officers property managers/technicians.
Budget Inpact: NA

Manual / Handbook Sections Affected: Bureau of Land Managenent
Manual Section 1520.

Coor di nation: Washington O fice Property, Acquisition and
Headquarters Services and the Property Operations/ Systens team



Contact: Kathy Montgonery, Supply Specialist (BC680A), at (303)
236- 9460, or Lois Perrin, Supply Technician (BC680A), at (303)
236-9461.

Si gned by: Aut henti cat ed by:
Denni s Sykes Lynne J. Lotvedt
Director, National Business Center Staff Assi stant

4 Attachnents
1 - Procedures to Conduct Inventory (3 pp)
2 - FA lnventory Process (3 pp)
3 - Inventory Procedures for WCF Stores Inventory (1 p)
4 - FAO06 Report by Custodial Oficer (varies pp)

Distribution:

WO 850, LS, 1075

ST- 150, BLM Library
BC- 680, Reading File
NI - 100, Reading File




PROCEDURES TO CONDUCT | NVENTORY

1 - Custodial Property Oficers’ (CPO Function During |nventory
Pr ocess:

The CPO wi Il have an inportant part in processing a conplete and
accurate inventory. Upon receipt of the Instruction Menorandum
regardi ng the FY 2001 inventory, the property manager w ||
distribute the report by CPO (FA006) to the pertinent CPO. It wll
be the responsibility of the CPOto insure that the property itens
listed on this report are in the possession of the cognizant

enpl oyee under his or her authority. |If not, the CPO should
annotate who has that itemor if the itemhas been transferred or
di sposed. At this tinme, it would al so be beneficial to check for
any information on this report that is incorrect (i.e. cost,
classification, serial nunber, nfg, etc.). See the property
manager on itens found and are not on your CPO report.

Upon conpletion of this review, sign and return the report to your
property manager. The property manager will update any itens that
are annotated for addition/change in the FA system After all
updat es have been nade, the property manager will run a new FA006
report for the CPO. The CPOis required to e-nail the property
manager that the new FAOO6 report is correct. It is very inportant
that the property manager has your full cooperation. |If an audit
is taken in your office, you would want to be able to account for
all itens under your custodi anshi p.

2 - Local Reconciliation. The Accountable O ficer is responsible
for reconciling FAwith the actual itens physically inventoried.
Upon conpl etion of the CPO s responsibilities, and the foll ow ng
processes are conplete, the property manager will be confident in
havi ng your accountable officer sign a letter, stating that all
personal property in FA has been accounted for. The reconciliation
shoul d include the foll ow ng steps:

a. Overage with Property Nunber. Wen an itemis found with
a property nunmber that is not on the FA listing, query the FAN
Table in FAto determine if it is on another office’s inventory.
(When querying this table, be sure you blank out the FA type).

1) If the itemis on another office's records and the
itemw Il remain in your office, call that office and ask that they
initiate a transfer of property (a T1 Docunent) on that item

2) If the query indicates that FA has no record of the
item
a) Check the Control Register and:

1) if a receiving report is posted, and the item
was purchased in FY 2000/ 2001, enter the iteminto FA as a new
acqui si tion.
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2) if areceiving report is not posted to the
Control Register, enter into FA using a Found on Inventory code
(Acquisition Method C).

3) if arecord is found on the disposal side of
the register, research the disposal docunent to determ ne what
action should have been taken, then follow through with the action.

b. Overage Wthout Property Nunber. |If an item w thout a
property nunber is found, check the FASI Table in FA to query by
seri al nunber. If the itemis identified in FA, attach the correct

property nunber to the item Request property tag be printed by
BC680A if need a reprint of this specific property tag. If the item
cannot be matched, assign a new property nunber. Enter into FA as
a Found on Inventory code (Acquisition Method C).

c. Shortage. If anitemis on the inventory listing but
cannot be found, check if the itemwas previously subject to
di sposal action. |If so, enter a FD transaction for that itemto
FA. If not, initiate a Report of Survey, FormDI-103. Process a
Di sposal Document (FD) to FA

d. Corrections. Corrections affecting data within an
Accountable O ficer’'s area of responsibility can be nmade by that
office. A phone call or coordination with BC 680A may be hel pf ul

e. Damaged Property Nunbers. Replacenents for illegible,
marred, or danmaged property nunber tags may be requested through
BC- 680A.

f. Leased Property. Al |eased property nust be controlled
and inventoried if |eased for 60 days or nore. Please call BC-680A
i f you need assi stance.

g. BLMProperty Held by Contractors, G antees, and Federal
Cooperators. BLM property held by contractors is identified in FA
in the FLOC AND CORG table by the location of the item It is the
responsibility of the CPOto provide the Contractor, G antee, or
Cooperator with a printout of all property itenms requiring
inventory. The contractor, grantee, or cooperator must conduct a
physi cal inventory and respond with a letter or other such
certification providing the results of the inventory to the CPO
This certification nust include an affirmation that a physi cal
I nventory was taken; a listing by property nunber of the itens
found and in good condition; and an expl anati on of any |osses or
shortages. Send these differences to the Property Manager for
updating to FA
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3 - National Business Center. The National Business Center is
responsi ble for nonitoring the status of all field office property
managenent inventories for the WO, and for ensuring that property
managenment inventories submtted by Field Ofices reconcile with
t he Bureau General Ledger Control Accounts.

a) Field Ofice Inventory Conpletion Menoranda. The NBC
review process is initiated upon receipt of a signed and dated
menorandum froma field office Accountable Oficer stating that the
FY 2001 field office inventory is conpleted. Appropriate
supporting docunents nust al so be included with the nmenorandum

b) Al Personal Property Itens in the FA System. BC- 680A
will run and review FA Reports No. FA012 and RFA24. If review of
these reports indicates that all transactions are conplete, BC 680A
wi Il send a nmenorandumto the appropriate field office stating that
the FY 2001 inventory has been conpleted. [|f any FA transactions
have not been conpleted, an e-nmail wll be sent to the appropriate
accountabl e office property manager and their state office property
manager .

c) Pending Transfer and/or Disposal Docunents. Field office
transfers (T1 docunents)and di sposal s(FD docunents) in reject/pendl
status need to be resolved during the current fiscal year.

d) lnventory Conpletion Certification. BC 680A wll certify
in witing to WO-850 by the end of October 2001, the status of all
FY 2001 inventories.

4 - Accountability Certificate - Form 1520-9: This formis needed
upon the arrival of a new accountable officer. The outgoing
accountabl e officer will sign/date the top portion of the form and
the incomng wll sign/date the bottomportion. The new
accountable officer will be required to formally accept ful
accountability and responsibility for all controlled property in
the Fi xed Asset (FA) system The incom ng accountable officer nmay
request a physical inventory before signing the accountability
certificate. |If a current form1520-9 is not on file at BC 680A
bearing the present accountable officers’ signature, you will need
to submt this formwth your inventory.
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FA | NVENTORY PROCESS

The Fi xed Asset Physical Inventory Table (FAPI) is populated with
all itens that need to be inventoried by your office for FY 2001.

PROCEDURE A: If a CPO returns the FAOO6 report with no changes to
the CPGs’ inventory and all itens have been accounted for, the
foll ow ng shoul d be done:

1. On the Fixed Asset Physical Inventory by CPO Tabl e (FAPO
enter:

a. Action = A

b. The code of the CPO for which the inventory was
per f or med.

c. The fiscal year (yyyy) that the inventory was issued.

d. The date (nmddyyyy) on which the inventory was
conpl et ed.

e. PRESS ENTER

f. The nunber of FAitens will be indicated in the field
"NUMBER OF ASSETS MARKED AS | NVENTORI ED"

2. If sonme of the itens on the CPO s record have changes,
foll ow Procedure B. Upon conpletion of updating those particular
itens, you may then process Procedure A to update the inventory
date for the remaining inventory itens.

To update the itens in FAPI, you need to query the item by FA type
and FA nunber. (If the item does not cone up with the FA type you

used, key in one of the others). |If the itemstill does not cone
up when the FA type is changed, check the FANI table to verify that
the itemis under the correct CPO and Cogni zant Enpl oyee (CE). |If

the itemis not under the correct CPO or CE, you need to do a T1
docunent. The FA types are: EC, ES and SC.
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PROCEDURE B: If there are changes in the CE, transfers, disposals,
or itenms that are mssing the follow ng should be done:

1. To bring up the specific property nunber on the FAPI
t abl e:
Action = S

FA Type = ES, EC OR SC
FA Nunber = 7 digit property nunber - ENTER
2. Action = C

In the NV PERFORMED field, enter one of the foll ow ng
codes:

Physi cal I nventory Perforned
The item needs to be transferred.
(a T1 docunment nust be done)
D=1If itemis in disposal process.
(a FD docunent nust be done)
M= If itemwas cannot |ocated. *

— <

* For all assets that cannot be |ocated during the FY2001
inventory period, these assets nust renmain in the inventory status
code of an “M identifying that they cannot be physically | ocated.
BC-680A will provide a listing of these final assets at the Bureau
i nventory conpl etion period and assist State/Field Ofices in
processing Dl -103, Report of Survey, to conplete their final
I nventory and reconciliation process.

3. In the INv COW DATE enter the date (mudyyyy) on which
t he physical inventory was conpl et ed.

4. The CE can be changed if the CPO renains the sane.
5. The building field should be used for report nunber.

6. Al other field values are defaulted.

------------------------------- AND - - - - m e m e
PROCEDURE C. If necessary, a FA Report, FA0l12, can be requested if
your office needs to see what is still on the FAPI table waiting to

be inventoried. Field Ofices can now pull this report directly
fromthe BLM Managenent Information System (MS) at Netsite
http://ms.blmgov/. The MS can be reached through the NBC
honmepage on the intranet.

Your inventory will not be conpleted until action has been
conpleted on the itenms with PERFORMED I NV CODES; T, Mand D.
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PROCEDURE D: | TEM5S PUT ON AVAI LABLE/ EXCESS:

Items that should be put on an avail abl e/ excess report shoul d be
transferred fromthe present CPO s inventory to the highest |evel
CPO code for excess available. The building data field should be
used for the available or transfer document nunber of the docunent
bei ng processed to acconplish this action. This wll assist the
property manager to track itens that have been excessed. The
followi ng steps need to be followed to acconplish this action:

1. BC680A created, for consistency, on the CUST table the
foll owi ng CPO for your use to process the above type of
transaction:

2. (e.g. AZ910X01) on the CUST TABLE. (Exanple)
a. Last Name = Excess
b. First Nane = Avail abl e

The purpose for creating this code is so that the itens that are
put on an avail able report of BLMw | be renoved fromthe CPO s
I nventory pending disposition of the itens.

PROCEDURE E: | TEMS PUT ON A REPORT OF SURVEY/ UNSERVI CEABLE
CERTI FI CATE or TRANSFER OQUT OF BLM

Itens that are put on a report of survey/unserviceable certificate
or transferred out of BLM should be transferred to the highest

| evel CPO for Disposal Pending. The building data field should be
used for the Report of Survey/Unserviceable Property Certificate
Docunment or transfer document nunber. The follow ng steps need to
be followed to acconplish this action:

1. BC680A created, for consistency, on the CUST table the
foll owi ng CPO for your use to process the above type of
transaction:

2. (e.g. AZ910Y01) on the CUST TABLE. (Exanple)

a. Last Name = Di sposal
b. First Nanme =Pendi ng

3. CE Code = Last cogni zant enpl oyee user
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PROCEDURE F: WCF VEHI CLES PUT ON DI SPOSAL TYPE DOCUMENTS:

WCF Vehi cl es put on disposal type docunents should be transferred
to the highest I evel CPO The building data field should be used
for the Avail able Property Report, Report of Survey/Unserviceabl e
Property Certificate Docunment or transfer document nunber. The
follow ng steps need to be followed to acconplish this action:

1. BC680A created, for consistency, on the CUST table the
foll owi ng CPO for your use to process the above type of
transaction:

2. (e.g. AZ9102Z01) on the CUST TABLE. (Exanple)

WCF
Vehi cl es

a. Last Name
b. Fi rst Name

3. CE Code = Last cogni zant enpl oyee user

PROCEDURE G Followp to the property itenms in the X Y, or Z CPO
codes:

Any property itens, including WCF vehicles, that remain in CPO

X, Yy, or z codes |onger than 30 days should be foll owed up on and
guestioned as to why this action was not conpl eted.
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I NVENTORY PROCEDURES FOR WCF STORES | NVENTORY

WCF STORES | NVENTORY: Field offices have until May 1, 2001 to
submt inventory conpletion nenbos to BC-680A. Field offices which
still have a WCF Stores Account have the sane period of tine to
conduct the annual WCF Stores |nventory.

o Decide which month the annual WCF Stores Inventory will be
conduct ed, and conplete the inventory to coincide with the
establ i shed cutoff date for that nonthly Stores Control Register,
BLM Form 1520-6. Enter the WCF Stores Inventory on Forns DI-106
and DI -106a or an equivalent format. The inventory nust be
extended and show unit price and total dollar value for each line
item

0 A Report of Survey, FormDl -103, or a Certificate of
Unservi ceabl e Property, Form DI -103A, nust be prepared to docunent
any shortages or danmaged stores itens not suitable for issue.

0 A Receiving Report, Form Dl -102, nust be prepared with the
notation "found on inventory" to docunent any inventory overages.

o The annual WCF Stores Inventory dollar bal ances nust

reconcile with the bal ance on the Stores Control Register as of the
I nventory date.

o0 Copies of the conpleted WCF Stores Inventory and Stores
Control Register should be forwarded to both BC 610 and BC- 680A.
Field Ofices should furnish a copy to their State Ofice.

The follow ng office which still has a WCF Stores Account as of
Cct ober 1,2000, nust send a WCF Stores Inventory to the National
Busi ness Center during FY 2001:

| daho

| D 090
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